Title: Display Leave Requests Report

Display Leave Requests Transaction Code:

Purpose

Trigger

Prerequisites

End User Roles

ZRPTARQDBVIEW

Use this report to view the processing status of employees’ leave requests.

Perform this procedure when you want to view the status of employees’ leave requests.

A leave request has been submitted.

In order to perform this transaction you must be assigned the following role:
Decentralized Time and Attendance Processor role and ESS Leave Request Administrator Role

Change History

Change Description

11/15/2011

Created

Transaction
Code

ZRPTARQDBVIEW
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Title: Display Leave Requests Report

Scenario:

The Leave Request Administrator wants to view the status of all leave requests submitted by
an employee for the current month. Run the Display Leave Requests Report to view this detail.

1. Start the transaction using the transaction code ZRPTARQDBVIEW
=

Program Edit Gota System  Help

V] sl aBICae DHE SToaBAE @
Display Leave Requests (Database of Requests)
Further selections || 5 Search helps || 5 Sart arder |
Period
O Today @ Current month O Current year
O Up ta taday OFrom today
) Other period
Data Selection Period To
Person selection period To

‘ Payroll period

Selection
FPersonnel Mumber
Employment status
company Code
Payroll area
PErs.area’subarea/cost cente
Employee group/subgroup

Relate Data Selection Period to Following Fislds
® Reguest Date
O Ahsent as of
O End date of absence

Use Personnel Mumber for Following Role
@ Owimer
O Mext Agent
O Person Respansible
O Initiatar

Request Data
Document Status to E
Document 10 to

“fersion Selection
® Only Current “Wersion
O Current and Old Wersions Document wersion to El

2. Under the @ section complete the following field:
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Title: Display Leave Requests Report

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/O/C

Description

Today

C

Select this radio button to view all requests made today.
Example: @ Today

Up to Today

Select this radio button to view all requests that have been
made up to today.

Example:

Other Period

Select this radio button to specify the date(s) to view.

Example:
@ Other period

Data Selection Period 111472011 TO

11872811

Current Month

Select this radio button to view all requests made within the
current month.
i@ Current manth

Example:

From Today

Select this radio button to view all requests made for future
dates.

Example:

Current Year

Select this radio button to view all requests made for the
current year.

Example: {@® Current year

3. i
Under the @ section complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Personnel R The employee’s unique identifier.

Number
Example: 26000025

Employment C Describes the employee’s employment status with the agency.

Status Example: 3 (Active)

Company Code | O It is an organizational unit within financial accounting. It will be
WAO01 for all agencies.
Example: WAO1

Payroll area 0 A payroll area groups and designates the employees whose
payroll is run on the same date. Payroll Area 11 is the default
for the State of Washington. Payroll Area 10 is the default for
the Board of Volunteer Firefighters only.
Example: 11
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Title: Display Leave Requests Report

Selection
Fersonnel Mumber 26000025

Employment status

Company Code

Payroll area

Pers areaisubareal’cost cente

[o]e]e]lo]o] ]

Employee groupssubgroup

4 Underthe| Relate Data Selection Period to Fallowing Fields

section complete the following field:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Request Date C Select this radio button to view all requests made on specific
date.

Absent as of C Select this radio button to view all requests for absences taken

on a specific date.

End date of C Select this radio button to view all leave requests for absences
absences taken that end as of specific date.

Felate Data Selection Period to Following Fields

I @ Feguest Datel

() Absent as of
() End date of ahsence

5. Under the Use Personnel Number for Fallowing Role section complete the following field:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Owner C This is the employee who has created a new document.
Next Agent C This is the next processor of the document.

@In the case of documents that need to be approved this
would be the approver.

In the case of incorrect documents this would be the relevant
administrator.
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Title: Display Leave Requests Report

Person C This is the supervisor of the document owner according to

Responsible organizational structure.

Initiator C This is the employee who has created a new document for
himself or herself for another employee.

Lse Personnel Mumber for Fallowing Hole

i@ Cwner
O Mext Agent

O Initiatar

(O Person Respansible

6. Under the | “Yarsioh Selection

section complete the following field:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Only Current C Select this radio button to see the current step of the request(s)
Version

Currentand Old | C Select this radio button to see all steps of the request(s)
Version

“Yersion Selection

O Only Current Yersion

7. Under the | Technical name . section complete the following field:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/O/C

Description

Display Internal
IDs

R

Uncheck this box.
| Technical name
[ 1Display Internal 1Ds
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Title: Display Leave Requests Report

D ig e@e DHE Dhos DR @B

Display Leave Requests (Database of Requests)

Further selection

s || & Search helps || =

Sort order

Period
O Today
O Up to today
O Other period
Data Selectio

@ Current month
OFrom today

n Period

Person selection period

| Payroll period

O Current year

To

To

Selection

Personnel Mumber

26000025

Employrment status

Company Code

Payroll area

Pers. areafsubareascost cente

Employee groug,

sUbEroug

L

[g]lzle]a]o]e

Relate Data Selactio

r Period to Following Fields

® Request Date
O Abzent as of

() End date of ahsence

LIze Personnel Murmber for Fallowing Role

O Owner
O Mext Agent

O Initiator

@ Person Responsible

Request Data
Document Status

to

Ciocument 1D

| to

“ersion Selection
O Only Current e

®

rEion

Document Version

8. Click

(Execute) to generate the report.
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Title: Display Leave Requests Report

=g DEEEy
List Edit Goto “iews Settings System Help

& B dHea@ DHE Suos BE @
Display Leave Requests (Database of Requests)

List of Requests

Do...[Document.. [Status [Initiator [ Pers.no. 1. Jowner [ Persmo. . next Agent  [Pers. No. .. [Person Resp..[Pers. o. .. [Last Change.. [Last Changed OBy
3 |ABSREQ POSTED OIC Super 26000025 OIC Supervis 26000025 OIC Manager 1) 26000026 LEIT 11/01/2011 12:59:20 PST
2 ABSREQ APPROVED OIC Super 26000025 OIC Supervis 26000025 OIC Manager 1) 26000026 OIC Manager 1, 26000026 26000026 11/01/2011 12:58:04 PST
2 ABSREQ WYITHDRA. . OIC Super. 26000025 OIC Supervis 26000025 OIC Manager 1 26000026 OIC Manager 1 26000026 26000026 11/01/2011 13:11:38 PST
1 ABSREQ SEMT QIC Super... 26000025 OIC Supervis... 26000025 OIC Manager 1 26000026 OIC Manager 1 26000026 26000028 110172011 13:10:32 PST

@ The report results display. This report is an Automated List Viewer formated report. You can
reorder the report results, hide/remove unwanted columns by utilizing the

icon located on the Application toolbar.
I Change Layout

(Change Layout)

Columns Sort Order i Filter i Wiewy i Display

@] [«[~]2]]
Displayec\i Columns Columg Set

Column Marme

All tems in the

Do, Yersian Document 10 h
Documert Cater. ID Initiatar Column Set will not
Status D Owner appear on the
Initiatar Displays the order ID Mext Agent report results.
Pers Mo Initiator ID Pers. Responsible

the columns appear .
Owner on the report results. ID of term List
FPers No. Owner
MNext Agent
Pers Mo, Mext Agent
Person Responsible O
Fers. No. Responsible <
[l ] [ I[<][»]

9. To view the request detail, select the line to view and double click:
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Title: Display Leave Requests Report

=
List Edit Goto “iews Zettings Systemn Help

@ 3 0H ©@e DHE fnon AR @
Display Leave Requests (Database of Requests)

82|77 6 B[R T & weo

List of Requests
Do..|Document..[Status — [Initiatar | Pers o, I...| Cwner | PersMo. . [Mext Agent  |Pers. No. ...
3 ABSREQ POSTED OQIC Super.. 26000025 OIC Supervis... 26000025

=
List Edit Goto ‘iews Settings Systern  Help

@ i cde DR ETED BHE @@

Display Leave Requests (Database of Requests)

(S0 (&[] (6] | ) <l ) )| R oo [ Time Data|

Request ltems

Request Header

Doc. Version - 3from 3 Work Version
Document Categ. :  ABSREQ

Document Status : POSTED

Roles

Initiator - 26000025 QIC Supervisor 1

QOwner : 26000025 QIC Supervisor 1

Next Agent :

Person Responsible - 26000026 QIC Manager 1

Last Changed On/By : LEIT 11/01/2011 12:59:20 PST

Workflow Data

=Without Workflow:>=

Note

Last Changed On/By : 00/00/0000 00:00:00

Naote - =No note exists=
Itemn|item Type [Operation [infot.. [sType [Starttime  [Endtime [ Absence .. [Start Date End Date |

1 ATTABS NS 2001 (90458 J00:00:00 00:00:00 1 1.00 110/11/2010 1071142010 |

Tirne Dat
@ Note: Select an absence to view, click on to view the Absence (2001) infotype.
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Title: Display Leave Requests Report

[=
Infotype Edit Goto Extras  System  Help

& B AEHICaQ CHE SDOH AR @M
Display Absences (2001)

DD I D Personal work schedule | ‘ | Activity allocation || Cost assignment || External services | J
Personnel No. | PGEOEODZS Mame |

PersaArea |1600) Insurance Commissioner EEGroup . Fermanent
= '| PSubarea |BOGY | Agencywide EESubgroup . Maonthly(M) OT Exe.. Status  Active
Start M@/11/2018] To  [18/11/2010] chg. [11/81/2011|
Abszence
AbsEnce type '9048|  Sick Leave
Time —‘ - |—| [C]Prev.day
Apsence hours 1.00/ [ Full-day
Absence days 0.13
Calendar days 0.oo
CQuota Used 1.00 |Hours

. Click & (Back) twice to return to the Display Leave Requests selection criteria screen.

Result

You have successfully viewed the status of an employees leave request.
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